
  

How to Add  

Account Number:  
   
FAN changes affecting current and future pay periods  
FAN changes affecting retroactive pay periods  
 Prerequisite: An employee must be assigned the correct security access role in PeoplePlus for 
maintaining FANs before he/she can complete these tasks.  
Please see your PeoplePlus Coordinator for requesting changes to your security access profile for 
PeoplePlus.  
If Required PPL Coordinator, Funds Coordinator, Timekeeper or Manager  
Provide the percentage allocation to the employee for recording their hours worked on the timecard.   
 How to Add FAN’s  

 Option #1:  PPL Coordinator or PPL Funds Coordinator 
Navigate to the employee’s task profile and copy the FAN, to include the accounting strings as well as 
the allocation percentage 

Main Menu > Set Up HRMS > Product Related > Task Profile> Select Effective Date 

 
BFY201_/201___Fund: ___ Org Code:____ PRC:____ Site/Proj_____      

 
 Example: Enter appropriate amount of ours that is to be charged to applicable accounting string  
 

 
 
 
 
 
 
 

 

Task Profile 

Task Profile ID: a 
Task Profile lnfonnation Fin e! I View A.II First BJ 1 of 1 [El Last 

*Effective Date: 

Description: 

*Task Template lD: 

Allocation Type: 

!EPA 

Allocation by Percentage 

Short Description: 

EPA Task Template -
,ie11,a@~·i•iiiMiit@?J@·i1il4-M,wau,11uw; 

Allocation Info 

Allocation 

.A!ltocatlon 
Anrmount 

Acct Build 

30 .000000 1 

70 .000000 1 

EPA Account String 

Acict B mtli:I 

A cct B Lil il d I 
A cct B Lil il d I 

https://peopleplus.epa.gov/psc/ots89prd/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&pt_fname=PT_PTPP_PORTAL_ROOT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://peopleplus.epa.gov/psc/ots89prd/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=HC_SETUP_HRMS&secondary=true&fname=HC_SETUP_HRMS&pt_fname=HC_SETUP_HRMS&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://peopleplus.epa.gov/psc/ots89prd/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=HC_PRODUCT_DEFINITIONS&secondary=true&fname=HC_PRODUCT_DEFINITIONS&pt_fname=HC_PRODUCT_DEFINITIONS&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60


 
Option#2:  PPL Coordinator, Funds Coordinator, Timekeepers or Managers  
Main Menu > Manager Self Service > Time Management > Employee Account CD Favorites

 
 Click on the plus (+) sign and then click on the Acct Build  
Enter the related accounting string 
Add Account info: BFY201_/201___Fund: ___ Org Code:____ PRC:____ Site/Proj_____      

       
                                         and click “OK and Return”. 
 

New Acct String will appear in Account Favorites: Select Load to Time Card 

 
Multiple Lines of Accounting: Build for each line of accounting in the employee’s profile if required 

        
                                                       and click “OK and Return 

Make sure to check the box for the “load to timecard”  
 

Scroll to the bottom of the account Favorites page and click “save”.  Note:  In order to view all the account 
code favorites you may need to click “view all”.   

 
 
 

  

Manager Self SelVice 
" Time Management 

" Report Time 
• Timesheet 

Empl Rcd Nbr 

Account Bmld Defaults 

- Employee Account Cd 
Favontes 

Defaultfiscal Year.12016 IQ Default Organization Code: I~ IQ Default Region: ~ Q 

~ View Time 
~ EPA Custom Processes 
~ Time and Labor 

'DefaultActionl- vi 
Category: 

~ See Other Organizations? 

~ People Tools 
Accountfavontes Find I View A.II First BJ 1 01 1 [8 Last 

-----~® 
~ Self Service 

Manager Self Service 
v" Time Management 

s:, ReportTime 
-Timesheet 

~ EPA Custom Processes 
~ Time and Labor 
~ PeopleTools 

D Load to nmecard? 

Account Build 

'Account Type: I HR/Payroll V 

Beginning Fiscal Year. I2016 IO. End Fiscal Year. I2017 IO. 

Fund: I IO. T- REIMB 

OrgCode: ~ 0. <J4 •••• 32DR1X3 

PRc: I- lo. P emoval 

Site/Project: I H IO. Site/Proj Descr. 

Account String: 20162017 

OK a~ rn Cancel and Return 

Accolrnt Favorites Find I View A.II First GJ 1 of 1 [E Last 

Acct Bu ild Acct String:: 201620 

_.-. ~ Load to l irnecard? 

Aoct Descr: 

search.: 

- Employee Account Cd 
Favorites 

I> V iew T ime 
[> Ben e fi t s 

I> Ma n a i;J e r Self Servi ce 
I> EPA C u s tom P rocesses 
I> T ime a n d L abor 
I> PeopleT oo ls 

Account Build 

" A ccoun t Type: '--'-"--c::o.::.ll ________ v'--.J 

Beg inni n g Fisca l Year. 12 0 1 7 IQ. End Fi sca.l Year. c=]O.. 
Fund: ~ O. Fund Desc: 

Org Code: [jjiiiiiiji]a.. Org Descr. 

PRC: a.. P RC Oescr. 

Site/Proj ect: u,a_._--'O.. Site/Proj Descr. -­

A ccount String : 2 0 1 7 T 

OK and Return"""" Can ce l a nd Return 

~ Load to l imecard? 

https://dcoppots12.cmii.epa.gov:8201/psc/ots89tst/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=PT_PTPP_PORTAL_ROOT&pt_fname=PT_PTPP_PORTAL_ROOT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://dcoppots12.cmii.epa.gov:8201/psc/ots89tst/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=CO_MANAGER_SELF_SERVICE&secondary=true&fname=CO_MANAGER_SELF_SERVICE&pt_fname=CO_MANAGER_SELF_SERVICE&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60
https://dcoppots12.cmii.epa.gov:8201/psc/ots89tst/EMPLOYEE/HRMS/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?scname=HC_TIME_MANAGEMENT&secondary=true&fname=HC_TIME_MANAGEMENT&pt_fname=HC_TIME_MANAGEMENT&PortalCacheContent=true&PSCache-Control=role%2cmax-age%3d60


   
GUIDELINES FOR PEOPLE PLUS/RECORDING TIME UNDER A MISSION ASSIGNMENT 

    
IF THEN 
    

Employees who are normally paid 
100% from EPM accounts 

Only OT hours should be charged to the mission assignment (MA) 

    
Employees who are normally paid 
100% from Trust Funds (Superfund, 
Oil or LUST) 

Your base and OT hours should be charged to the MA 

    
Employees who are normally 
paid from a combination of both 
EPM and Trust 

Only the Superfund percentage of your regular hours should be charged to the MA.  
Your other regular hours (EPM) cannot be charged to the MA.  ALL your OT hours can 
be charged to the MA 

Site Specific Charging Calculator 
To assist you in allocating your time, you may want to utilize the Calculator attached to this message    

 
The account favorite “description” will indicate the percentage of hours to charge per line.  Employees charged to multiple 
accounts are encouraged to use the attached “site specific charging calculator” to assist with hour breakout by account.  Please 
note hours are charged in increments of .25%.  

  
CALCULATOR for Increments of 0.25% for Site Specific Charging   

Enter the Date for each day listed on the spread sheet 

 
Enter Daily Site hours: Enter the number of hours worked  
Hours will auto populate in the Site Charges to fan increment column

 
 
 
 
 
 
 
 
 
 
 

Harvey Increments of 0 .25 tafculetor for Site Specific Charclna: 

Thi, c• rw 111.1or l"l'l "Y be _.ud lCI e, ll o,ceui tl,i,.e ,o ww,111 •ccou rits tor 1ftf: till.l'Vt"\I rnpons.t 

[R".o! r the f ~ ~ce rit.110 1ond d1 llv s ite hOIJ,1. lri Ille IDllowln1 tab ltc 

fo1t, 1~ l.tn&dt f"AN c,nU'it:; 11,stlln<r 

fnle,doily..Jl"laQo.J r~ 

!"lit~! ~A~ ,...,NlMI et ~ 

.. " Moa Wed ""'' 
,,, 

'" Mon T"• Wrd ""'' 
,,, 

" ' I 

$ifl'diMI~ $1t·C"dilrltl'1, 'il1rffilrRt", $1ti:rhar1M ~l'i:h;N-11'1 'il1cfflll,~1, $1111::fflllrJ(', $1tl'rhar1~ $1tl'ffiMI~ ~icdi.l~ $11cfflllrl'f'1, Sitl'rharrl!" Sllcdl.1e,; S11rfflll,ff, -- -- -- -- -- -- -- -- -- -- -- -- -- --llnc:remet1l.1of lncnmM:nhof tncnimentlof lnc:1e-mrnl1fllf 1ncr_..,,,o, lnuem,1mt1of lncrementlof lnc:r<l!'fflrntlaf llnaemfflllof lnuemenhof lncrement1of lnc:r<l!'fflc-trt111f llnaemen1111f tnuemenh of 
FillN P-err~III ... , (1.25 CJ.~ o.zs ... , 0-'> O.l S o.zs o.n 0.1:!,, O.l5 o.n 0.2> 03S 

'---.I w 0 ,00 

___J 0.00 0.00 0.00 0.00 0.00 0.00 .... . ... 0.00 .... 0.00 .... 0.00 D.00 

____J 0.00 .... ""' 0.00 0.00 0.00 0.00 .... 0.00 0.00 .... 0.00 0.00 0.00 

~ 0.00 .... 0.00 0.00 0.00 .... 0.00 0.00 0.00 .... . ... .... 0.00 0.00 

• 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0 .00 0.00 0.00 0.00 0.00 0.00 0.00 
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 .... 0.00 
0.00 .... 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0 .00 0.00 0.00 
0.00 0.00 o.oo 0.00 0.00 0.00 0 .. 0.00 0.00 0.00 0.00 0.00 0.00 D.00 

0.00 0.00 0 .00 0.00 0.00 .... 0.00 .... 0.00 0.00 MO .... 0.00 MO 
0.00 .... o.no OM ru,o .... 0.00 ru,o 0.00 0.00 

Total .... 0.00 o.oo 0.00 0.00 0.00 0.00 D.00 0.00 .... . ... 0.00 D.00 OM 

Sun Mon Tue Wed Thur Fri Sat sun 
Date 9/10/2017 9/11/2017 

Sun Mon Tue Wed Thur Fri Sat Sun Mon 

Date 
~ 

9/10/2017 9/11/2017 9/12/2017 9/13/2017 9/14/2017 9/15/2017 9/16/2017 9/17/2017 9/18/2017 
Enter dally site I ours I Bi Bl Bi 8[ Bi s[ s[ s[ 8[ 

Enter FAN perce 1!_ages 
~ 

Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges 

to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN 

Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of 

FAN Percent 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 

1 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 
2 J 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 
3 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 
4 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 
s 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

Tue Wed 

9/20/2017 
s[ I 

Site charges Site charges I 
to FAN to FAN 

Increments of Increments of 

0.25 0.25 

8.00 0.00 -
0.00 0.00 
0.00 0.00 -
0.00 0.00 
0.00 0.00 



 
 
Percent: Enter the percentage of time that is to be charged to each line of site accounting listed in your pp+ favorites.  

 
Spread sheet will auto populate the number of hours to enter into people plus time card

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter FAN percentages f 

t Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges 

to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN 

Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of 

FAN Percent 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 

1 60 1.25 1.25 4.75 4.75 4.75 4.75 4.75 4.75 4.75 4.75 0.00 

2 40 0.75 0.75 3.25 3.25 3.25 3.25 3.25 3.25 3.25 3.25 0.00 

- . 
Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges Site charges 

[ ~ 
to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN to FAN 

Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of Increments of I 
D FAN Percent o.zs o.zs 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 0.25 

13 1 60 4.75 4.75 4.75 4.75 4.75 4.75 4.75 4.75 4.75 4.75 0.00 

14 2 40 3.25 3.25 3.25 3.25 3.25 3.25 3.25 3.25 3.25 3.25 0.00 

111 3 I 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 
16 4 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

17 5 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

18 6 0.00 0.00 0.00 0.001 0.00 0.001 0.00 0.00 0.00 0.00 0.00 

19 7 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

20 g 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

21 9 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

21 10 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

2l Total 100 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 8.00 0.00 



 
 
 
 

  
   

People Plus Time Recording 
People Plus Time Entry: 
Log into PP+ & select appropriate Time Sheet 

 
** If attest & submit box is checked/ uncheck  
 

 
Select: Load Favorites  
Your assigned response accoungint codes will populate to your time card(Example) 

 
Example Base Hrs: Your Schedule is M-F 8hr per day, & you are working in the EOC 
Your Base Hrs will be charged to the account code you are supporting  

 
Example Splitting Hrs: 8hr work day/ 4hrs work in support of Harvey & 4hrs worked in support of IRMA.   
4.0 Hrs Charged to Harvey & 4.0 Hrs charged to IRMA=8hrs  

 
 
 

~--...------.. -----___ .,. ____ "' __ ._·-·--
0 -

- - '"" - I• ,., ..., ....., - ,_ - •• on ..__ --- - --.. , - ._.., Ml .,, -.11 ..., "''D ..,, , -~ .-01 .., , .-,~ ..,,. ,_,.._ ....,..,.,..__ "'" ___ , "",_1,..., ..,0r..oo ,....,._ , ._, .., ,..., ._, , , .. w,.,..,.. .. r,- .. ,.,-,,, .., 

L_JLJL__L__[_JL_JL__ L_JL_J _JL_J L__ 

( o,:,o •uo • .,. •• • .,.. •• •• 

-·-- I -- I --....J -- I 
~ ~~ 

v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv v.vv I 0.00 0.00 

D Attest and Submrt? D Venfy and Submrt? 

Add a Newline App~ Schedule Previous Period I Next Period 

Save 

A Return to Search I 

JIew AJI First ~7 1-3 of3 1~ Last From Sunday 09103/201710 Saturday 09/16/2017 

Time sheet -=================================================== 
Time 

Sun Mon Tue Wed Thu Fn Sat Sun Mon Tue Wed Thu Fn Sat Row Reporting Short 
913 9/4 9/5 9/6 9f7 9/8 919 9110 9/11 9/12 9113 9114 9115 9/16 TotalCode Descnption Accounttndex AccountCodeDescr EPAA 

DDDDDDDDDDDDDD 
DDDDDDDDDDDDDD 
DDDDDDDDDDDDDD 

0.00 0.00 0.00 0.00 0. 00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 

Attest and Submit? D Verify and Submit? D Time card Locked 

IREGHR IO.. Basic Pay a._ 

~===========~ IREGHR IO.. Basic Pay 1700911 IO.. ~:~:s~propriated 2017 

IREGHR IQ. BasicPay l1012so IO.. IRMAAppropriated Response 2017 

Period Total FAN Total· 

0.00 0.00 

Add a New Line Apply Schedule Previous Period I Next Period 

Save (: .Load Fiworites .:I 
< > 

Fn Sat Row Reporting Short Overnde 
9115 9116 Total Code Descnpt1on Account Index Account Code Descr EPA Account Stnng Acct Bid Reason Code PPA Code Com 

IREGHRIQ. Basic Pay ~l7o_o9_11 __ ~ 1Q. HARVEY· 2017 T D300HVY303DC6 H001 Ac1:ts1dlLJQ. ~--~Q, L 

Time 
Fn Sat Row Reporti ng ShOrt Overnde 

9/15 9116 Total Code Descnpt1on Account Index Account COde Oescr EPA Account Stnng Acct Bid Reason COde PPA Code Com 

IREGHR IQ. BasicPay 1700911 lo.. HARVEY­~==~ 
IREGHR IO.. BasicPay 1701250 lo.. Site H002-

Period Total· FAN Total · 

8.00 0.00 

2017 T D300HVY303DC6 H001 AcctBld l ~<l. ~====~<l. C 
2017 T D3001RM3030C6 H002 AcctBld l ~Q.. Q. c=: 



 
 
COMP Time: (8/28/17 thru 9/16/17 )  
COMP time will be charged to your regular FAN,  
Comments field annotate:  Harvey Response enter: H001 COMP/IRMA Response enter: H002 COMP

 
 
Overtime Hrs  
Overtime hrs will be charged to the appropriate Mission Assignment 
Example:Harvey Over Time Hrs 

 
Example: IRMA Over Time Hrs  

 
 

 

 
Attest & submit & Save   

 
 

nme 
Reporting S~ort Overnae 
Code Descnpt1on Account lnaex Account Coae Descr f PA Account Stnng Acct Bia Reason Coae PPA Coae Comments 

lcoMPE IQ compnmeE 1~-~IQ 

Overtime 700871 
Harvey- MM332 DRTX3 - ENVIR. PROGRAM & 
MGMT - REIMB 

loVTHR IQ overtime ~110_121_2 __ ~XIQ IRMA MISSION ASSIGNMENT 

~ Attest and Subm~? D Verify and Submit? 

201620 17BR 06LOX13303DC6 H001 

2016201 ?BR 06L0X13303DC6 
H002 

Previous Period I Next Period 

Save 

/).. Return to Search 

Acct Sid i 


	barcode: *7010759*
	barcodetext: 7010759


